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Learn End-Users
S1 - Navigation

Navigating CAPPS Learn
Section 1 - Lesson 1, Exercise 1 - Navigating CAPPS Learn

Procedure

In this lesson, you will learn how to log in and navigate through CAPPS Learn as an End User.

@ "
Glenn Hegar Texas Compuroller of Public Accounts

STRICTE!

estricted to

#100% -

Step Action

1. Click the I Agree button.
| Agree
2. Enter the desired information into the User ID: field. Enter "train".
User ID: l |

Press [Tab].

4. Enter the desired information into the Secure Password: field. Enter "train1".

& Secure Password: | |
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Step

Action

Click the Sign In button.

Sign In

This is the CAPPS Portal. The CAPPS HR Fundamentals course explains this
page in detail. Depending on your User access you may see different options listed.

You should see the button for the agency in which you have access for CAPPS
Learn. For training, you will use the Agency 032 LearnCenter.

Click the Agency 032 LearnCenter button.

Agency 032 LearnCenter

GO! SYSTEM

Forqgot password?

H100% v

Step

Action

For CAPPS Learn, there is a separate login page.

Enter the desired information into the Username: field. Enter "10101010101".

Username: | |

Press [Tab].
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Step Action

9. Enter the desired information into the Password: field. Enter "trainl".
| |
10. Click the Enter button.
11. PLEASE NOTE: This training material is geared towards the statewide system

page design and does not include agency specific pages.

The information that you see on pages within your agencies will vary and may
be different than how they are shown within this training.

12. Welcome to the CAPPS Learn Home Page! Every user will see this page once
logging in.

There are different sections to this page so let's walk through them.

13. The Home page contains:

#1 - Header Pages
#2 - Left Nav Bar and
#3 - Page Regions. The Page Regions are split up by the dotted red line.

This is a CPA-configured baseline webpage, the statewide Learning Management
System. Agencies may have additional pages. It consists of multiple web pages

designed to display content and information to users.

Agencies have latitude in webpage design.

14. Starting with the blank field near the top of the page, this is where the Management
Access Code is entered by those with the responsibilities of maintaining certain
aspects of the system (i.e. System, Content, and Training Administrators).

Only individuals with these roles and access will see this feature.

15. The area to the left of the page is called the Left Navigation Bar (Left Nav Bar) and
it displays on each LearnCenter page.

16. Supervisors will see this additional menu item to manage their Direct Reports (My
Team) training information.

17. You are able to Change your Password using this link.

18. Course Catalog features agency training offerings. It reflects the principle of

blended learning.

Catalog view is designed by certain categories or group sections.
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HOME | CONTACT | LOGOUT

Tttt P Peeres i

Training User

Welcome!
Course Catalog

This is the new Learning Management system known as CAPPS Learn
where you have access to curriculum designed to meet your training needs. AGENCY 032

You can register for instructor led training courses, launch web based
courses and track your training progress.

My Training
Records

My Learning Plan

AGENCY NEWS OR TRAINING UPDATES
— + Leam more about Agency Training Polices.
Search |

SECTION #1 SECTION #2 SECTION #3
Tris area osuld be used to highight Tris aves sould be used to highight Tris aves sould be used to highight
sell ® selLesming P CourselLearming Plan/Course Catalog data

[ — Ststevid Sesrch fomthe Teas Siste Litrary State ink Polcy
Glenn Hegar, Texas Comptroller Compiroler, .Gow Contact Us
Aecessiiity Poicy LincPoicy Pusii nformtion Act Gompactwith Texans
®105%

Step Action

19. Click the Course Catalog link.
Course Catalog

20. In the Course Catalog section, there are categories of course offerings.

You can select the appropriate category to see the list of available training for each.

Page 4



©

CAPPS HR/PAYROLL

Centralized Accountng and Payroll Personnel System

Trainipatheer Course Catalog
Recorts » B2 ¥ -
. NENA S < ﬁ% e
) R | o - 1 '*\_» =
S 13 T

Step Action
21. Click the NEW EMPLOYEES link.

NEW EMPLOYEEY
22. New Employees with see their agency specific required training that may also

include Assignments on this page.
23. Click the Course Catalog link.

Course Catalog
24, Click the REQUIRED TRAINING link.

REQUIRED TRAINING]
25. Users that are not New Employees will see their Assignments and/or Required

Training on this page.

Click the Back to the Course Catalog link.

Course Catalog )}
26. Click the WEB BASED TRAINING link.

WEB BASED TRAINING
27. Web-Based Training (WBT) can be found on the Web Based Training page.

For a WBT to be launched, users will select the course link, normally labeled Click
Here.
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Step Action

28. Click the Course Catalog link.
Course Catalog |
20. Click the INSTRUCTOR LED TRAINING link.

[INSTRUCTOR LED TRAINING

30. All Instructor Led Training will be listed on this page. You may need to scroll down
to see the Enrollment section.

Depending on agency configuration, there can be different ways to view enrollment
details and enroll into an ILT.

31. Click the scrollbar.

32. Click the Course Catalog link.
Course Catalog

33. Click the ADDITIONAL TRAINING link.
JADDITIONAL TRAINING]

34, The Additional Training page is an additional category that agencies may use to
display any type of training content or information.

35. Click the Course Catalogs link.
Course Catalog

36. Click the TRAINING CALENDAR link.
TRAINING CALENDAR

37. The Training Calendar will display training that is occurring within your agency.

You are able to review training details and enroll from the Calendar.

38. Click the May link.
v |

39. The date on the calendar is a hyperlink and you can select it to view details of the
training for that day.

Click the May 1st link.
i
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> —
(& 5/1/2017 - Internet Explorer provided by Texas Co.. [P HOME | CONTACT | LOGOUT
[=) https.//stgeapps leam.taleo.net/eventscalendar/popup_calendarinfc @
Thare are 2 sassion(s) tade ~E
L natruchions: ik o She 2nreiment ink (o v nral ments for Bt sesmon.
start T | Event Totermation
e | lirrent training sessions
Foent Bescription:
[zo
ik N Marge RO
s2.005m
seann 5/12017
< May2017 >
I Tue ‘Wed Thu Fri Sat
iz Qutine nd Prewsric: »=>Click 3 4 s B
w00 e
Event Name: TTT Exceptions! C e e e
e i o o e S— customer senves | Gastomar o
eso et sng mpreve sustsrmer sstarasian ord vy, From el
Tk N CST - CPA AllErmployems ©
rack Description:
I e for all CPS T I
i 9 10 11 12 13
14 15 16 w 18 19 20
2 2 23 24 25 26 27
23 29 30 3 Vv

Step Action

40. Click the Maximize/Restore button.
=]

41]. Click the Close button.
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~
HOME | CONTACT | LOGOUT

©

bt At P Peeres e

Training User -
Training Calendar

Course Catalog This calendar displays information about eurrent training sessions

Apri 25,2017
My Training

Records r&ﬁ’ﬁ]ﬁ’ﬁ

My Learning Plan

Sun Tue Wed Thu Fri Sat

7 8 g 10 1 12 13

14 15 16 7 18 19 20

21 2 2 24 25 76 Fij

28 29 30 31 v
[ — e — | —

%

Step Action

42. Click the My Training Records link.
My Training
Records

43, The My Training Records page is where users have access to their training history
that includes skills and credits.

The history provided can include Courses Completed, Courses in Progress, and
Courses to be Completed.

Users are also able to continue a previously started WBT and view ILT or WBT

information.
44. Click the scrollbar.
45. Click the scrollbar.
46. Click the scrollbar.
47. Click the My Learning Plan link.

My Learning Plan
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Step Action

48. My Learning Plan may include any combination of training ranging from self-
study, web-based and instructor-led training.

It enables the agency to build a multi-modal learning experience.

Any Learning Plans that have been assigned to you will appear on this page.

49. You will use the expand button to view additional information on the Learning Plan
that is listed.

Click the Expand button.
d

50. The Learning Plan due date, completion date, and status may be listed.

Click the Collapse button.
g

51. You can type in a keyword within the Search field to find information within the
LearnCenter pages.

Enter the desired information into the Search field. Enter "communication".

52. Click the Search button.
Search
53. The Results display information containing the word Communication as an
example.
54. Click the scrollbar.
55. Click the scrollbar.
56. Click the Home link.
[HOME |
57. Congratulations! You have completed this lesson.

End of Procedure.

S2L1 - Employees
Enrolling in ILT

Section 2 - Lesson 1, Exercise 1 - Enrolling in ILT

Procedure
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In this topic, users will learn how to enroll in an Instructor Led Training (ILT).
You will enroll in the following ILT:

1) Training Expo - Agency #
2) CST - Human Resources Department

HOME | CONTACT | LOGOUT

TR P P

Training User
Welcome!
Course Catalog This is the new Leaming Management system known as CAPPS Learn AGENCY 032
'where you have access to curriculum designed to meet your training needs.

My Training You can register for instructor led training sessions, launch web based
Records courses and track your fraining progress
My Leaming Plan AGENCY NEWS OR TRAINING UPDATES

y + Leam more about Agency Training Polices

searon |

SECTION #1 SECTION #2 SECTION #3

“Tris area could be used fo highight Tris area could be used to highlight Tris area could be used to highlight
= E = B CourselLearming Plan/Gourse Catalog data

Texas.gov Statewide Search from the Texas Siate Library ‘State Link Policy Texas Homeland Security
Glenn Hegar, Texas Comptroller Gomproder Texas Gou Cantact Us
Accassisity Poicy LinkcPoliey Pusiic nformton Act Compactwith Texans
wE0%

Step Action

1. Click the Course Catalog link.
Course Catalod

2. Click the INSTRUCTOR LED TRAINING link.
INSTRUCTOR LED TRAINING

3. This page lists the Instructor Led Training offered for your agency.

Within this page you will also find Current and/or Future ILT enrollments .

4, Click the Change your viewing preferences button.

| Change your viewing preferences I
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capps T :

bt A g P Peere i

Training U!
mbvinbind This Page Lists Instructor Led Training

Course Catalog  » Listed below are the Instrustor Led Training (ILT) classes:
Trsining Expo - Agency # - Giick here for dtsils

My Training

Records > Customer Servios Trsining (Finance Dept) - Click here for detsils

Cusiomer Service Training (Human Resources Dept) - Click hera for datsils

My Learning Plan 3 Customer Service Training (Treining Dept) - Click here for detsils

—/— [Envoliments - —s
gcapps.learn.taleo.net/dlgEnrolimer i|
Event Type DsteStart  DateEnd  Status  Roster
Future Enrollments Enroliment Viewing Preferences l
Chosss the envoliments you wish to infisly show: § 432017
Instructor Led Trsining Session [ Pest Envalimerts AR EI0AM L00PM  Nominted M Reste
M Curent Enrolment oor
FA Future Enroliments P
Instructor Led Training Session ng]:m G 5:00PM Deleted My Roster
cor coT
. 452017
Instructor Led Training Session Mngg]:m A 400PM  MNominated My Roster
cor cot
Enrollments for which you are an admin
Event Type Enrollment Event Enrollment Name Date Start  DateEnd  Roster
View Past Enroliments
Future Enroliments
Instructor Led Training Session CST - Finance Depariment ST Finance Depariment #3012 SR 400 ey oster
Instructor Led Training Session Tusinin - Agene: Trsining Expo - Agenc: "ﬂfum TDS o ‘“"ﬁ?&?m \iew Roster

Instructor Led Training Session ST - Human Resources Depariment ST - Human Resources Department

452017 B:00 45201
AM P

Step Action

5. You can determine what enrollments should be shown for you by selecting or
deselecting the checkboxes.

We will leave the existing selections.

Click the Close button.
e
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HOME

Tralning tisar This Page Lists Instructor Led Training
Course Catalog Listed below are the Insnuctor Led Training (ILT) classes:
Training Expo - Agenoy #- Gick here fo detsils
My Training Customer Servios Training (Finance Dept} - Click here for datsils
Records .
Customer Service Training (Human Resources Dept) - Click here for details

My Learning Plan Customer Service Training (Training Dept) - Click here for details

) Enroliments.
=
Event Type Enroliment Event Enroliment Name Date Start Date End Status  Roster
Future Enrollments
- 432017
Instructor Led Training Session  CST - Finance Department CST - Finence Deperiment “‘MG’SDE:.DD AM 400PM  User Dropped My Rosier
coT
44017
oo oo Tring Session TonegBpo-Agereys Tnbmams poene SROTSMAM SEUE e
= cor
Enroliments for which you are an admin
Event Type Enroliment Event Enroliment Name Date Start  DateEnd  Roster
View Past Enrol
Futurs Enroliments.
20 X i3 l
Instructor Led Training Session CST - Finance Depariment CST - Finance Depariment AT B0 4 f;gn‘.(”” Vigw Roster
- . 5 432017 3:00 442017 500
Trsining Expo - Agenevi Training Expo - Agencyet View Roster
Instructor Led Training Session Trgining Ex; ene: Training Ex; ene aMcDT  PwcoT i Roster

2017 500 452017 41
Instructor Led Training Session HISZ017 800 4152017 400

AMCDT  pMcpr  ewRoster
AIB2017 800 482017 400
AMCDT  PMCDT

CST - Human Resources Depariment  CST - Human Resources Depariment

Instructor Led Training Session CST - Training Department GST - Training Department

View Roster

HE0% v

Step

Action

You are interested in enrolling in an ILT named Training Expo - Agency # but need
additional details for training.

Click the Training Expo - Agency # - Click here for details link.

raining Expo - Agency # - Llick here for detsld
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Tttt P Peeres i

Training User

This Page Lists Instructor Led Training

@ Training Leam Center Sexsian Information - Intemet Explorer provided by Texas .. |82l [P

(| = Trackinformation
Name
Description

w Session Information
Name
Description
Start Date
End Date.
Minimum Seats
Maximum Seats
Prework
Outline
Standard Fiels
Author

Series Name

Series Number

breakout sessions.

Trsining Expo - All Employees
This training will include a keynote speaker

and breakout sessions.

Treining Expo - Agency¥
This training will include a keynote speaker and
breakout sessions.

4272017 8:00 AM COT
/472017 5:00 PM CcOT
o

15

E https://stgcapps.leam taleo. I/p popup/ILT: asp?DCT ﬂ‘
My | | Session Information o
Re )
~ Event Information
Name Treining Expo
My’
Description This training wil include a keynote speaker and

CAPPS HR/PAYROLL

EUT Course

nces
Date Start Date End
smnoi7eo0am R0
ot 400 PM

oor
4mnoiTsoDAM  AROT7
©oT 5:00PM

= €T

an admin

nrollment Name Date Start

on ¥S2017 800 452017 £00

4732017 8:00 432017 400

AM CDT

4732017 3:00 41412017 5:

SEENT

AM CDT

ABI2017 B:00 462017 400

AM CDT

User Dropped My Roster

User Dropped iz Roster

DateEnd  Roster

P cpr  ew Roster

00
Pan Cor Yot Roster
P cpr Ve Rosler

PyopT it Hosler

Action

1=

Click the Maximize/Restore button.

In order to see the full page, you must maximize.
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Training Learn
@p learn.taleo. /panels popup/ILTSess .2sp?DCT=1 =yesBisid= FAOLF7A4-0DC9-4249-8EL5-9EG06BFEDAC &

Session Information ~
¥ Event Information

Name Training Expo

Description
¥ Track Information

Name Training Expo - All Empioyees

Description This training will include a keynote speaker and breakout sessions.

Name Training Expo - Ageney¥
Description This training wil include a keynote speaker and breakout sessions.
Start Date 432017 8:00 AM cOT

End Date 4412017 5:00 PM cOT

Winimum Seats o

WMaximum Seats 15

Stsnderd Fields

Author
Series Name
Series Number
Course Level
Credits
Duration
Publisher
Cost Per User

Course Number

 Instructors v

Step Action

8. The date, time and maximum number of seats available is listed in the Session
Information section.

Click the scrollbar.

9. The location, location description and room number are also provided.

Click the Click here to enroll link.
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(& Enrollment Information - Internet Explorer provided by Texas Comptroller == yes6lsid=1000004338.sessionid=3-FADLFTA4-0DCO-4249-5EL5-OEG06EFEDC @
@ https:/s el :_popupControl2.aspleid=957&DCT=1 @ ~
Enroliment Information 5| Enron ~
w Session Information
Event Type Instructor Led Traiing Session
Name Trsining Exps - Agencys
e skl
Start Date 4302017 5:00 AM coT
End Date 4472017 500 PM coT
= Registration Information
Name Training Expo - Agencys
| e e e
Enrollment Opens 32112017 800 AM coT
Envollment Closes 4512017 5:00 AM o7
Minimum Seats o
Maximum Seats 15
Seats Remaining 15
Current Status Uses Droppad
» Admin Contacts
= Properties
Standard Fields
Author
Series Name v
——— —— )
Room 2018
Directions
 Session Enrollments
Enroliment Name Description Actions
N ::Lm:ggr‘\:cmda a keynote speaker and i here 10 e -

|

Step

Action

10.

In this example, the ILT does not require pre-approval, therefore the user is able to
enroll themselves.

Click the Enroll button.

11.

Notice that once you selected Enroll, a confirmation appears.

In addition, the Enroll button changed to Drop. This is in the case that you need to
Drop this course later.
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(& Enrollment Information - Intemet Explorer provided by Texas Comptroller LS o yesBisid=100000433 Blsessionid=3-FADLF7A1-0DCE-4249-8E15-9E6068FEDAC &
= retps: oA . popupControl2.asp? Fa0 @)
~
[ Y ——— R
Enroliment Information o) Drop.
w Session Information
Event Type Insirucor Led Training Session
Name Tesining Expo - Agency#
This training will include a keynote speaker
Description and breakout sessions.
Start Date 432017 800 A o
End Date 542017 500 PV o
= Registration Information
f Name Trsiniog Expo - Agencyé
This training will include a keynote
Descriptor ‘speaker and breakout sessions.
Enroliment Opens 3212017 800 20 cET
Enroliment Closes 42017 800 A o
| Minimum Seats o
Maxima Seats 5
‘Seats Remaining 15
Current Status Nominated
» Admin Contacts
~ Properties v
Standard Fields
Room 2010
Direstions
* Session Enroliments
Enroliment Name Description Actions
Training Expa - Agencyé This training wil include a keynote speaker and ek nere vt
breakout sessions. v

_—
| |

Step Action

12. Click the Close button.

13. Click the Close button.
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=

Training User

Course Catalog

My Training
Records

My Learning Plan

e

This Page Lists Instructor Led Training

Listed beiow sre the Instructor Led Training (ILT) clssses:

Training Expa - Agency # - Gick here for detsils

Customer Servios Training (Finance Dept) - Click here for datsils
Customer Servics Training (Human Resources Dest) - Click hers for details

Customer Servioe Training (Trsining Dept) - Click here for details

( ) Enroliments.
=
Event Type Enrollment Event Encollment Name Date Start Date End Status  Roster
Future Enollments
- 432017
Instructor Led Training Session  GST - Finsnce Department ST Fingnce Deperment A0 S0AM 00 oy Usor Dropped i Rester
coT
442017
TR TemmsD | mrmemermn GEIEVN G e e
i coT
Enrollments for which you are an admin
Event Type Enroliment Event Enrollment Name Date Start  DateEnd  Roster
View Past Enrollments
Future Enrollments
4732017 8:00 422017 400

LST-Finance Depariment LST-Finance Depariment iew Rosier
Instructor Led Training Session CST - Finance Depariment CST - Finance Depariment M eoT oDy ViewRester

- . . 4730017 8:00 4412017 500

Trsining Expo - Agenevi Training Expo - Agencyet

Instructor Led Training Session Trsining Expo - Agene: Trsining Ex; nc T pwcor | w Roster

4/52017 8:00 452017 400

- o - 0 Vi

Instructor Led Training Session  CST - Humen Resources Depsrimen: ST - Human Resources Depariment '+ f it View Roster

Instructor Led Training Session CST - Training Depertment CST-Training Degeriment 452017 500 482017 400

AM GDT

PMGDT

View Roster

CAPPS HR/PAYROLL

EUT Course

. 80%

Step

Action

14.

You would also like to enroll in the CST (Human Resources Dept) ILT as well.

Click the Customer Service Training (Human Resources Dept) - Click here for

link.

[Sustomer Service Training (Human Fesources Dept) - Click hers for detailg]
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~
AT
Training User This Page Lists Instructor Led Training
@ Training Leam Center Sexsian Information - Intemet Explorer provided by Texas .. L= [P
Col
@ https://stqcapps = taleo.net I popup/ILTSessionView.aspDCT @l
Wy || Session Information ~
Re )
~ Event Information
Name TIT Excestons| Gustomr Service Traiing
My e sonaly, gain
ription respact. sna improve customer satisfacbon and loyslty
C 4 Track Information
Name CST - CPA Al Employees
I Fley=s Date Start Date End Status. Roster
Description “This trsiing s for il CPA empoyees.
w Session Information . 432017
mgngrmm 400PM  MNominsted My Roster
Name CST - Humen Resources Department coT
i . gain
Desoription ! | g 442017
respact. and improve customer satisfaction and loyalty. | Boen nggﬂﬂAM 500 PM Deleted —
Start Date 452017 8:00 AM CET oo cor B
End Date 4/5/2017 4:00 PM COT |\ |& an admin
I! Minimum Seats o nrollment Name Date Start  DateEnd  Roster
Maximum seats ©
a 47372017 8:00 422017 400
Outine AMCDT  PucpT  ewRester
4/32017 3:00 4/4/2017 5:00
Stangerd ety
= Mg oy e Bk
Author 4/52017 8:00 452017 400 View Roster
Series Name AMCDT ~ PMCDT  RRRSSEE
N AG/2017 8:00 HE2017 4
Series Number AMCDT PM COT View Roster
v

Step Action

15. Click the Maximize button.

< learn.taleo.net/c fpanels/ /popup/ILTSess aspIDCT=1 = yestusid= FAOLF7A4-0DCO-4249-8E15-OE6068FEDAC @
P popup, p y

Session Information A

* Event Information

Hame TTT Exceptions| Cusiomer Servics Treining

Description - gain respact. satisfaction and loysly.
» Track Information

Name CST- GPA All Employees

Description This trsifing is for all CPA employees.
» Session Information

Hame CST - Human Reseurces Deperimant

. - gsin
Deseription respact. sng improve customer satisfacton and loyaity.

Start Date /52017 200 AM coT
End Date 452017 400 PM coT
Minimum Seats ]

Maximum Seats 1@

Series Name

Series Number

Course Level

Credits

Duration

Publisher

Cost Per User

Course Number

 Instructors v
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Step Action

16. Click the scrollbar.

17. Click the Click here to enroll link.

(& Enrollment Information - Internet Explorer provided by Texas Comptroller == esBisid=1000004308tsessionid=3-FAJLFTA1-0DC-4249-BEL5-0E6068FEDAC @k
@ https://s < leam.tal ; popupControl2.asp? DCT=1 i|
~
Enroliment Information 45| Enron ~
w Session Information
Event Type Instructor Led Traiing Session
Name GST - Humsn Resouroes Depariment
Desoription respact. snd improve customer sstisfaction snd loyslty. e=n
strtpate 4572017 5:00 AM cOT
End Date 4512017 400 PM coT

~ Registration Information

Name ST - Human Resources Depariment

Description espect anl improve ousiome sattagton are oy
i Enroliment Opens. 328/2017 8:00 AM COT
Enroliment Closes. 452017 8:00 AM coT
Miimam Sests 0
Mazimum Seats 1
Sests Remaining 1
Current Status
» Admin Contacts
 Properties

Standard Fields.

Author
Series Name v
Room 2016
Direstions

* Session Enrollments
Enroliment Name Description Actions

©ST - Human Resources Depsriment Glick here 1o enroll

Step Action

18. Click the Enroll button.
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(& Enrollment Information - Intemet Explorer provided by Texas Comptroller ol yesBisid=1000004308isessionid=3-FADLF7A1-0DC9-4249-8EL5-9E6068FEDAC &
= retps: T _popupCantrol2.ssp?. Fao @)
~
[ Y ——— R
Enroliment Information 4| Drop.
w Session Information
Event Type Insiructor Led Training Session
Name GST - Hurman Resources Deperiment
Sonally, gain
Descripton i s e sy
Start Date 42017 300 A o
End Date w2017 s00 P o
= Registration Information
i Name CST - Hurman Resousces Deperiment
Sonally, gain
Description respact. sna improve customer satisfacbon and loyslty
Enroliment Opens 3282017 800 20 cET
Enroliment Closes 42017 800 A o
| Minimum Seats o
Maxima Seats °
‘Seats Remaining 18
Current Status Nominated
» Admin Contacts
~ Properties v
‘Standard Fields
Room 2016
Direstions
* Session Enroliments
Enroliment Name Description Actions
CST - Human Resources Department [ —— v

Step Action

19. Click the Close button.

]

20. Click the Close button.
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Training User

Course Catalog Listed below are the Instructor Led Training (ILT) classes:

Training Expa - Agency # - ik here for detsils

My Training
Records

My Learning Plan

Customer Servios Training (Finance Dept) - Click here for datsils

Customer Servioe Training (Trsining Dept) - Click here for details

~
HOME | CONTACT | LOGOUT

This Page Lists Instructor Led Training

Customer Servics Training (Human Resources Dest) - Click hers for details

CAPPS HR/PAYROLL
EUT Course

Instructor Led Training Session

Instructor Led Training Session

Instructor Led Training Session

Instructor Led Training Session

CST - Finance Depariment

Training Expo - Agency#

CST - Training Department

J Enroliments
===
Event Type Enroliment Event Enroliment Name Date Start Date End Status Roster
Future Enrollments
; 4372017
Instructor Led Training Session  GST - Finance Department ST - Finence Deperiment ms&uwcinei_uu M 400PM  User Dropped My Roster
coT
44017
TR TemmsD | mrmemermn GEIEVN G e e
. cor
Enrollments for which you are an admin
Event Type Enroliment Event Enrollment Name Date Start  DateEnd  Roster
View Past Enroliments.

Future Enrollments

CST - Human Resources Depariment  CST - Human Resources Depariment

CST - Train

CST - Finance Depariment

Training Expo - Agencys

4732017 8:00 432017 400
AM CDT PM CDT

4/32017 300 4142017 500
AMCDT  PMCDT
4/S2017 800 4152017 400
AMCDT  PMCDT
4/B/2017 8:00 462017 400

View Roster

View Roster

View Roster

ing Department View Roster

AMGDT  PMGDT

HE0% v

Step Action

21. Click the Home link.

22.
End of Procedure.

Congratulations! You have completed this lesson.

Requesting Approval for an ILT

Section 2 - Lesson 1, Exercise 2 - Requesting Approval for an ILT

Procedure

In this lesson, you will learn how to request supervisor approval for an ILT.

ILT Name: Supervisor Testing Approval
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Training User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Learn AGENCY 032
where you have access to eurriculum designed to meet your training needs.
My Training > You can register for instructor led training sessions, launch web based
Records courses and track your training progress
My Learning Plan » AGENCY NEWS OR TRAINING UPDATES
[—| - Leam more about Agency Training Polices.

SECTION #1 SECTION #2 SECTION #3
Tris rea could be use3 o ighight This res couid be used o ighight This res couid be used o ighight
Texas.gov Statewide Search from the Texas Siate Library ‘State Link Policy Texas Homeland Security
Glenn Hegar, Texas Comptroller Gomproder Texas Gou Gontace Us Privacy snd Seurty Poiy
Lk Poliy Pusiic nformton Act Compactwith Texans
HE0%

Step

Action

Click the Course Catalog link.
Course Catalog

CappPs e |

TR P P

Training User
- Course Catalog
Course Catalog  » offer
My Training > EEaey
Records E LR |
4 mm
My Leaming Plan > NEW EMPLOYEES REQUIRED TRAINING WEB BASED TRAINING
1 Mty | b
- e
-y
INSTRUCTOR LED TRAINING ADDITIONAL TRAINING TRAINING CALENDAR
Texas.gov ‘Statewide Search from the Texas Siate Library ‘State Link Policy Texas Homeland Security
‘Glenn Hegar, Texas Comptroller Gomproder Texas Gou Gontace Us Frivacy and Securey Policy
Acosssiity Poicy Link Polcy Pusic Informaion Act Gompact with Texans
®B0% v
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Step

Action

2.

Click the Instructor Led Training link.
INSTRUCTOR LED TRAINING

You will request approval to attend the Supervisor Testing Approval ILT.

Click the "Click Here" link.
Click Here

CAPPS HR/PAYROLL
EUT Course

Enroliment Open Date T Tto] T
Enrollment Close Date [ ] to] | o]
— Aocination yed per page
& Enroliment Information - Intemet Explorer provided by Texas Comptraller s
[ p——— — o —
File Edit View Favorites Tools Help
[ - [ @ v Pagev Safetyv Tools~ (@~
o Please enter an email address, as this enrollment requi 1 ~
Enrollment (nformation ent Event Enrollment  Enroliment
r End Open Close $
+ Session Information telTime Date/Time Date/Time Date/Time
Event Type Instructor Led Training Session 12017 51912017 6712017
AM No End 800 AM 00 AM «
Name Supervisor Testing Approval T cot coT
Description ‘Supervisor Testing Approval
17 TR0 SIBROIT 7HR017
Start Date 4122017 12:00 PM coT AM 00 AM 200 AM 300 AM
T coT coT cDT
End Date 41212017 200 PM COT 22017 w2017 w207 oo
~ Registration Information 00PM  200PM 6:00 AM 6:00 PM i
1) coT coT co1 1
Name Supenvisor Testing Approvel 4017 0RO STROIT 513112017
Descript AM 800 AM 800 AM 200 AM
scription T cot coT coT
Enrollment Opens 4/12/2017 6:00 AM COT I
Enrollment Closes /1912017 6:00 PM COT
Minimum Seats 1
Maximum Seats 20
Seats Remaining 2 By State Link Folioy Texas Homeland
I Current Status I Contact Us Privacy and Secu|
= Enrollment Approval Request Fublic Informtion Act Compsct with 1
v
< >
Ho0% v v

Step

Action

This page provides additional information on the ILT.
Note that the Current Status is blank.

Click the scrollbar.

Your request will be sent to your designated Supervisor.

Click the Request Approval button.
| Request Approval

Once you request approval, the Current Status changes to Pending Approval.
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Step

Action

You will also see an option to Cancel Approval in order to be dropped from the
enrollment and approval process.

& 32 DEMO Learn Center Le o ok x
_ -
L (e e et s e 15 P ==
plorer p p =
@hmr-, — = e e D= -.a| A A
File Edit View Favorites Tools Help
- = [ @ v Pagev Safetyv Tools~ (@~
o An email has been sent for approval. Once approved, you will be notified by email A
Enroliment Information Cancel Approval ent Event Enrollment  Enroliment
£ rt End Open Close $
~ Session Information eTime  DatelTime Date/Time  DatelTime
Event Type Instructor Led Training Session 12017 BIG201T BR0T
AM  NoEnd 300 AM 200 AM ¢
Name Supervisor Testing Approval T cot coT
Description Supervisor Testing Approval
7 TTROT sEE0TT 712017
Start Date 4/12/2017 12:00 PM coT AM 800 AM 2:00 AM 2:00 AM 3
i coT cor DT
End Date 41202017 200 PM E0T 22017 wizo0t7 wizootT Thomot
« Registration Information 00PM  200PM  GODAM 600 PM L
T coT CoT CoT |
Name Supenvisor Testing Approval 42017 S5R0R0TT  SI2017 513112017 !
Deserption AM  BODAM  BO0AM 200 AM )
P! T coT coT cDT i
Enroliment Opens 4/12/2017 6:00 AM COT I
Enroliment Closes 7/19/2017 6:00 PM COT
Minimum Seats 1
Maximum Seats E
Seats Remaining S brary State Link Policy Tesxas Homeland
Current Status Pending Approval Cantsct Us Privacy and Seou
» Admin Contacts Fublic Informtion Act Compect uith 1
y .
Properties v
< >
ao0% -~ v
L y |

Step

Action

Click the Close button.

]
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HOME | CONTACT | LOGOUT

©

bt A g P Peeres i

Treining User This Page Lists Instructor Led Training

Course Catalog Listed below are the Instructor Led Training (ILT) classes:

Training Expa - Agency # - ik here for detsils

My Training Customer Servics Tririg (Finance Depi) - lck here fo detsls
Records
Customer Service Training (Human Resources Dept) - Click here for details
My Learning Plan Customer Service Training (Treining Dept) - Click here for details
) Supervisor Testing Approval
Click Here
Search |

=
Change your viewing preferences
Event Type Enroliment Event Enrollment Name Date Start Date End Status Roster
Future Enroliments
42017
Instructor Led Training Session ST - Finence Department OST-Fingnce Depariment #3207 B00AM 4 g oy ger Dropped My Roster
cot
4u017
Instructor Led Training Session  Training Expo - Agency# Tesiing Expo - Agen ROV POOAM  S00PM  User Dropped My Roster
coT

HE0% v

Step Action

10. Click the Home link.

11. Congratulations! You have successfully completed this lesson.
End of Procedure.

Dropping Enrollment from ILT
Section 2 - Lesson 1, Exercise 3 - Dropping Enrollment from ILT

Procedure

In this lesson, you will learn how to Drop from an ILT. In order to Drop enrollment, the user has
to be previously enrolled.
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HOME | CONTACT | LOGOUT

bt A g P Peseres i

Training User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Leam AGENCY 032
where you have access to eurriculum designed to meet your training needs.
My Training You can register for instructor led training sessions, launch web based
Records courses and track your training progress
My Learning Plan AGENCY NEWS OR TRAINING UPDATES

— - Leam more about Agency Training Polices

seamn |

SECTION #1 SECTION #2 SECTION #3

“Tris area could be used 1o highight Tnis area could be used to highight Tnis area could be used to highight
sal £ selLearming P CourselLeaming Flan/Courss Caialog datz

Tesgov ‘Statewide Sesrch from the Texas Siate Library State Link Policy Tevas Homeland Security
Glenn Hegar, Texas Comptroller Comptroler Texss Gow Contaet Us
Accassisilty Poicy Link Policy Public Information Act

wE0% v

Step Action

1. Click the Course Catalog link.
Course Catalog

2. Click the INSTRUCTOR LED TRAINING link.
[NSTRUCTOR LED TRAINING

3. Click the Customer Service Training (Human Resources Dept) - Click here for
link.

ustomer Service Training [(Human Fesources Dept) - Click hers for dataild
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'@ Training Leam Center Sexsion Information - Internet Explorer provided by Texas .. (S A I
= retps: eam.taleo. P /popup/ILTSess 25p1DCT &
Session Information ~
¥ Event Information
| Name TIT Exceptonsi Custormer Service Traiing
Description Taspat sndl improve custormes sstistscton srd loyaly.
+ Track Information
I Name CST- Cra Al Employess
t Deseription T rsining 5 for 1 CPA empoyezs
+ Session Information
i Name CST - Human Resources Depertment
| Description
i Start Date. 452017 500 AM cOT U
l End Date 4/5/2017 4:00 PM coT e Mame Date Start Date End Status Roster
Ninimom Seats o
Maximum Seats 15 f R B $00PM  Norinatod i s
Prework 0L
Outline I HEAT BIEQH G ggguplh; Deleted My Roster
| ‘Sionders Fistds : 2L
Author | 452017 300 AM :Lglﬂ‘z?);: Nominated My Roster
| cor e
Series Name
are an admin
Seris Humber Date Start  DateEnd  Roster
i B s
Instructor Led Training Session ST - Finance Depsriment ST Finance Depariment #3012 SR 400 ey oster
Instructor Led Training Session Trsining Expo - Agency# Trsining Expo - Agency "”fu"gnim ‘“"P"‘;A“ED?“” \iew Roster
Instnustor Led Treining Session  CST - Humen Resources Depertment ST - Human Resources Department #5120 (7 0 52017 00 vy Roster .
GPM ||
3/28/2007 |
Step Action
4 Click the Maximize/Restore button
leam.tal < pa Popup/ILT IDCT=1 DDEABFDA-5486-412A-8699-0D72011A1: @
Session Information o
* EventInformation
Name TTT Exceptional Customer Service Training
Deseription Sonsily, gsin respect. ssisfaction and aysly
+ Track Information
Name CST- Cra Al Employess
Deseription T rsining 5 for 1 CPA empoyezs.
* Session Information
Name CST - Human Resources Depertment.
Description
Start Date 4/5/2017 £:00 AM coT.
End Date 4/5/2017 4:00 PM coT.
Minimum Seats o
Maximum Seats 16
Prework
Outline
Stenderd Fields
Author
Series Name
Series Number
Course Level
Creaits
Duration
Puslisher
Costper user
Course Mumber
v Instructors v
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Step Action
5. Click the scrollbar.

6. Click the Click here to enroll link.

(& Enroliment Information RahEpler: provided Biloms Comptroller =LED yesBisid=100000430 &sessionid=3-DDBAGFDA-5486-412A-8699-0D72011A1 @
@ psil/: e . popupControl2.asp? DCT=1 @
A
Enroliment Information Eoee
w» Session Information
Event Type Instructor Led Training Session
Name 'CST - Human Resources Deperiment.
Description
Start Date 4572017 5:00 AM CoT.
End Date 4572017 4:00 PM coT.
» Registration Information
Name 'CST - Human Resources Deperiment.
Description
l Enroliment Opens 2728/2017 £:00 AM coT.
Enrollment Closes. 4572017 §:00 AM GpT
Minimam Seats o
Maximum Seats ©
Seats Remaining ©
Gurrent status Nominsiea
» Admin Contacts
= Properties
‘Standard Fields
Author
Series Name v
TR— e
Room 2018
Directions
¥ Session Enroliments
Enroliment Name Description Actions
GST - Humen Resourses Deparment ok here fo enrot v

|

Step Action

7. Click the Drop link.
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(& Enrollment Information ilREpler=r provded bides Comptrolier == yes6lsid=100000430 8.sessionid=3-DDBABFDA-5486-412A-8699-0D72011A1° @
@mps;,» < leam.tal ; popupControl2.asp?: DDE @
~
[0 -] ~
Enroliment Information 5| Envon
w Session Information
Event Type Instructor Led Traiing Session
Name CST - Human Resources Deparimant
Description
Start Date 4512017 5:00 AM coT
End Date 4572017 400 PM coT
= Registration Information
| Name CST - Human Resources Deparimant
Description
Enrollment Opens 3282017 800 AM coT
Envollment Closes 4572017 5:00 AM coT
| Minimum Seats o
Maximum Seats 18
‘Seats Remaining 18
Current Status User Dropped
» Admin Contacts
~ Properties v
‘Standard Fields
Room 2018
Directions
* Session Enroliments
Enroliment Name Description Actions
ST - Human Resources Department i here 10 enrol o

T
)

Step Action

8. Click the Close button.

9. Click the Close button.
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~
HOME | NTACT | LOGOUT
Rty PR
Training User . .
This Page Lists Instructor Led Training
Course Catalog Listed below are the Instructor Led Trsining (ILT) classes-
Training Expo - Agency #- Gick here for detsils
My Training
Customer Servics Trairing (Finsnce Dept) - Cick hers for detsils
Records
istomer Service Training (Human Resources Dept) - Click here for details
My Learning Plan Customer Service Training (Treining Dept) - Click here for details
[ ) Enrollments
==
Event Type Date Start DateEnd  Staftus  Roster
Future Enollments
432017
3
Instructor Led Training Session  GST - Finance Department CST Finence Dopertrent ST RIAM 00 ot Nominsted s Roster
coT
¢ 4142017
reietr Led Tranng Session. Tromng Expo-Agercys Incewcam poee PORYTBOMM SOL oy e
et coT
452017
. 5
nstructor Led Training Session 01 :“"‘“" Resources YSOITEO0AM 0o pM Mominsted My Rester
epartment oot cor
Enroliments for which you are an admin
Event Type Enroliment Event Enrollment Name Date Start  DateEnd  Roster
View Past Enrollments
Future Enrollments
432017 8:00 422017 400
LST-Finance Depariment LST-Finance Depariment View Roster
Instructor Led Training Session CST - Finance Depariment CST - Finance Depariment DT oDy ViewRoster
- . . 430017 8:00 4412017 500
Instructor Led Training Session Trsining Expo - Agene: Trsining Expo - Agenc "ol CoT cor | ew Roster
2017 800 45 :
Insiructor Led Trsining Session  CST - Humen Resources Deperiment ST - Humsn Resources Depariment 4520 1 800 452017 400 poy, g ogger
AM CDT PM CDT v
Inetncteie | an Tesi ST Traininn Nansrmant T Danarmant 62017 3:00 4/6/2017 400 Dostar
wE0% v

Step Action
10. Click the Home link.

11. Congratulations! You have completed this lesson.
End of Procedure.

Taking a WBT

Section 2 - Lesson 1, Exercise 4 - Taking a WBT

Procedure

In this lesson, you will learn how to Take a WBT.

Name of WBT: Windows 10 Course
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HOME | CONTACT | LOGOUT

@

bt A g P Peseres i

Training User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Learn AGENCY 032
where you have access to curriculum designed to meet your training needs.
My Training You can register for instructor led training sessions, launch web based
Records courses and track your training progress.
My Leaming Plan AGENCY NEWS OR TRAINING UPDATES

) - Leam more about Agency Training Polices

[ search |

SECTION #1 SECTION #2 SECTION #3
“This area could be used 1o highight This area could be used to highiight This area could be used to highiight
CourselLeaming Flan/Course Cataleg data CourselLeaming Flan/Course Catalog data CourselLeaming Flan/Course Catalog data
Texsgov ‘Statewide Search from the Texas State Library ‘Stzte Link Poliey meland Security
Glenn Hegar, Texas Comptroller Gontact Us d Secury Poiicy
Accessitilty Poiicy Public Information Act Compact with Texans

wE0% v

Step Action

1. Click the Course Catalog link.
Course Catalog

2. Click the WEB BASED TRAINING link.
WEEB BASED TRAINING

3. Click the "Click Here to launch the course" link.

Click here to launch the course
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- BIGGER
#° BRAINS

Page 1 of8

Windows 10 #e) BISS
Essentials

Teacher:

Chip Reaves

Learner:

Andy Irwin

y EH

9% -

Step Action
4. Click the Next Slide arrow.
5. Click the Next Slide arrow.
6. Click the Next Slide arrow.
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Step Action
7. You receive a phone call and need to end this course for now.
You will come back later and pick up where you left off.
Click the Finish button.
HDME | CONTACT | LOGOUT
©
Training User
Course Catalog Windows 10 course:
Records Click here to launch the course
My Learning Plan
) Glenn Hegar, Texas Gomptroller -
[ search |
5%
Step Action
8. You have finished your call and now you are able to focus and complete the course.

Click the "Click Here to launch the course" link.

Click here to launch the course
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g
Step Action
9. If you want to continue where you left off you will select OK.

If you want to start over then you will select Cancel.

In this example, you want to continue where you left off.

Click the OK button.
T ]
oK
10. Notice that you are on Page 4 of 8.
11. Click the Next Slide arrow.
12. Click the Next Slide arrow.
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Step Action

13. Click the Next Slide arrow.
14. Click the Next Slide arrow.
15. Notice that you are 100% complete and the right arrow is grayed out.

Click the View Course Summary button.

g

16. Once you complete the course you will see this page.

17. If you select the Course Summary button before finishing the Course, you will
receive this message.

This is only to show you what the message looks like. Doesn't apply to you in this
example because you have finished the course.

18. Click the Finish and Evaluate button.
|
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HOME | CONTACT | LOGOUT

G Rcaingord el

Training User

Course Catalog windows 10 course:

My Training One ye pleted = yol ratng system st s being rolld outto 3 employes.

Records Click here to launch the course

My Learning Plan

J Glenn
[ search |

_n v

Step Action

19. Click the Home link.
20. Congratulations! You have completed this lesson.

End of Procedure.

Reviewing Training Records
Section 2 - Lesson 1, Exercise 5 - Reviewing Training Records

Procedure

In this lesson, you will learn how to review your Training Records.
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HOME | CONTACT | LOGOUT

@
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Training User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Leam AGENCY 032
where you have access to eurriculum designed to meet your training needs.
My Training You can register for instructor led training sessions, launch web based
Records courses and track your training progress
My Learning Plan AGENCY NEWS OR TRAINING UPDATES

- Leam more about Agency Training Polices

search

SECTION #1 SECTION #2 SECTION #3
“Tris area could be used 1o highight Tnis area could be used to highight Tnis area could be used to highight
CaurselLeaming Flan/Course Cataleg data CourselLeaming Flan/Courss Caialog datz CourselLeaming Flan/Courss Caialog datz

g%

Step Action

1. Click the My Training Records link.
My Training
Records
2. The My Training Records page lists your Training History.

You will find your completed LearnCenter training as well as your courses in
progress.

Your current enrollments for training are also listed near the bottom of the page.

Click the scrollbar.

4. Click the scrollbar.

Click the Home link.

6. Congratulations! You have completed this lesson.
End of Procedure.

Reviewing Learning Plans
Section 2 - Lesson 1, Exercise 6 - Reviewing Learning Plans

Procedure
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In this lesson, you will learn how to review your Learning Plans.

HOME | CONTACT | LOGOUT

fe=rr

Training User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Leam AGENCY 032
where you have access to curriculum designed to meet your training needs.
My Training “You can register for instructor led training sessions, launch web based
Records courses and track your training progress
My Learning Plan AGENCY NEWS OR TRAINING UPDATES

+ Leam maore about Agency Training Polices.

SECTION #1 SECTION #2 SECTION #3

This area could be used to highight Tris area could be used 1o highlght Tris area could be used 1o highlght
sal £ selLearming P CourselLeaming Flan/Courss Caialog dat=

Glenn Hegar, Texas Comptraller

Accessity Poicy

8% ~

Step Action

1. Click the My Learning Plan link.
My Learning Plan

2. If you have a Learning Plan it will be listed on this page.

Click the scrollbar.

3. If you would like to review additional details, you can use the expand button.

Click the Expand button.
i

4. Click the Show Legend link.

B =gEN]

5. Showing the legend helps you determine what the icons represent.

Click the scrollbar.

Click the Home link.

8. Congratulations! You have completed this lesson.
End of Procedure.

Page 38



CAPPS HR/PAYROLL
@ EUT Course

Centralized Accountng and Payroll Personnel System
S2L2 - Supervisors

Reviewing My Team
Section 2 - Lesson 2, Exercise 1 - Reviewing My Team

Procedure

In this lesson, you will learn how to manage training requests and review training information for
your Direct Reports.

HOME | CONTACT | LOGOUT
©
Supervisor User
Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Learn
where you have access to curriculum designed to meet your training needs. Agency 032
My Training You can register for instructor led training courses, launch web based
Records courses and track your training progress.
My Learning Plan
AGENCY NEWS OR TRAINING UPDATES
My Team « Leam more about Agency Training Polices.
SECTION #1 SECTION #2 SECTION #3
#HB0% v
Step Action
1. Reminder: The My Team menu option is only available for Supervisors/Managers
with direct reports.
Click the My Team link.
My Team
2. There are several sections on the My Team page depending upon page
configurations.
3. You have three Direct Reports (Users). This information is captured from the
Reports To structure in the CAPPS HR/Payroll system.
4. There are two Actions drop-down lists on the page. They enable supervisors to
perform various actions against selected users, such as manage assignments, view
skills, or run reports.
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Step Action

5. This Action drop down list contains similar menus to conduct your actions.

TR A g AP S

Supervisor User

My Team

Course Catalog This pege Gisplays your tesm members.

My Reports To:
My Training

U
Records =

P Filters

My Learning Plan > Users
Primary Sot [Frsifame V] @0 00
My Team Secondery Sort ®000

2 users svalsble showing 1-2

First Name 4+ LastName
Search

Constant Advil

Moose Choppy.

Three Seasons

3 users avallable. showing 12

~
HDME | CONTAGT | LOGOUT

Actions -

Adions

V| [Ewsines ] i Export

item Name

Item Status

Actions
B0
ED
20

0o o R

0%

Step Action

6. Click the Actions list item.
[ Actions v |

7. Click the Learning Plans link.
| Leaming Plans I

Click the scrollbar.

9. In the Learning Plans section, there are eight Learning Plans that exist for your

Team.

10. Click the Edit details button.
#

11. Click the scrollbar.

12. Click the Enrollments link.

| Enrollments |
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Step Action

13. The Current and Future Enrollments section displays the names of Training items,
the date, and the number of your Direct Reports that are enrolled.

Next, you will select one of the courses to see who is enrolled.

14. The Flag indicates that there is a nominated user for a training session. The user
won't be enrolled until they are approved.

Notice the number of enrolled users.

15. Click the View Enrollment Users button.
]
16. This page tells you what user has the pre-status of nominated.

Again, if you had approved this user, then the pre-status would be Approved.

17. To go back to the User page,

Click the User link.

18. Click the scrollbar.

19. Click the Home link.

20. Congratulations! You have completed this lesson.
End of Procedure.

Enrolling/Approving a Direct Report via My Team
Section 2 - Lesson 2, Exercise 2 - Enrolling/Approving a Direct Report via My Team

Procedure

In this lesson, you will learn how to enroll a direct report into a training session and change their
pre-status from Nominated to Approved.

Name: Moose Choppy
ILT: CST - Finance Department on 5/3/17
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HOME | CONTACT | LOGOUT

©

bt A g P Peeres i

Supervisor User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Learn
where you have access to cumiculum designed to meet your training needs

Agency 032
My Training You can register for instructor led training courses, launch web based
Records courses and track your training progress.
My Learning Plan
AGENCY NEWS OR TRAINING UPDATES
My Team « Leam more about Agency Training Polices.
J
Search
SECTION #1 SECTION #2 SECTION #3
Tris area oould be used to highiight This aves could be used to highight This aves could be used to highight
sell Fi rsell ing 1 CourseLeaming Flan/Course Catalog data
Texas gov Statenide Search from the Texas State Libcary State Link Policy
Glenn Hegar, Texas Comptroller Compiroler, .Gow Contaet Us
Accassity Poicy Link Policy Pusic Informstin Act Gompact with Texans

HE0% v

Step Action

1. Click the My Team link.
My Team

2. Click the Actions list item.
[ Actions - |

3. Click the Enrollments link.

[ Enrclments |

4. Review the Current and Future Enrollments section.

You will enroll one of your direct reports in the CST - Finance Department ILT that
is scheduled on May 3, 2017.

5. Click the scrollbar.

6. Click the View Enrollment Users button.
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Step Action

7. There are currently 0 of your direct reports in this ILT.
You will add one of your direct reports to this ILT.

Click the Add Users button.
= Add Usars

CappPs e -

e =]
Supervisor User

Course Catalog ) My Team
This page dispiars you team members

My Training (& Users Selector - Internet Explorer provided by Texas Comptroller =) -
Records
@ https://stgcapps.lear taleo.net/lcnet; I JserD: Mype=U d i ﬂl
My Leamning Plan Users Selector
» Instructions
My Team ~ Filters
Usemames Beginning Win_ Show All [0-9]
ABCDEFGHIJKLMNOPORSTUVWXYZ
) inatic : ol fiters
Fieicfs) containing Users With Status
BRI | — Zioeres ioensng
First Name| Happroved OIRemoved
st tam Cbisabled Access
Group[SEEETE <

Numer of Users per Pege [ /]

¥ Users List Set Columns

No users found for the specified fler criteris

f Add Users|
fEits gy save

5% v

TS T OO0
B — v
sl

Step Action

8. You will search for the user in order to select them for the training.

Enter the desired information into the First Name field. Enter "choppy".

9. Click the Search button.
10. Click the Selection option.
O
11. Click the Return Selected link.

¥ Return 5elected
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Step Action

12. This user is Nominated for the ILT.

Depending on the configuration, once you add a user to an ILT the Pre-Status would
be Approved instead of Nominated.

HDME | CONTACT | LOGOUT W

©

Tttt g PRl

Supervisor User

Course Catalog My Team
This page sisplays your taam members
My Training My Reports To: Actions. -
Records
Usar > Enrclments > Envolment Users
My Leaming Plan » Enrollment Information
Minimum Seats  Maximum Seats  EnrolledUsers Seais Available  Start End
My Team ' EY o £ S2017 800 AM coT 52017 500 PM et
~ Fillers
soarch Find
ere s

Post-Status

Pagination [

- Users £ Edit Roster Detais = Set Columns
1 hianusty Seiemt Pre-Stsus

No users wera found

~ New Users o Add Users
Username First Name Last Name Pre-Status Credit Priority Date Enrolled Scheduled Conflict
DEMOUSER1 Moose Choppy Nominated Nore @ 242017 Nore

42 Backto All Enrollments g View Enroliment Detai's [9 Save

Groups

» Filters v
- Groups

H5% v

Step Action

13. Click the Save link.

14. Once you Save, the Pre-Status drop down menu will be displayed.
You will change the Pre-Status from Nominated to Approved.

Click the Pre-Status list.

| Mominated w|

15. Click the Approved list item.

Approved |

16. Click the Save link.

17. The Pre-Status is now Approved.
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Step Action
18. Click the Home link.
19. Congratulations! You have successfully completed this lesson.

End of Procedure.

Approving Training Request via Email

Section 2 - Lesson 2, Exercise 3 - Approving a Training Request via Email

Procedure

In this lesson, you will learn how to approve a training request using the CAPPS Learn link
within the request approval email notification.

Name: Moose Choppy
ILT: Supervisor Testing Approval

Step

Action

ILT. (This option is available depending upon system configuration).

You will receive an email when a user has requested supervisor approval for an

From: capps.learn@cpa. texas. gov sent: Tue 5/30/2017 3:25
To: # LearnSupervisor@texas.gov

@&

Subject: CAPPS Learn - User approval request for enroliment Supervisor Testing Approval

Comments from User:

Please approve my request to take this session.

Dear Learn Supervisor,
Minty Menthol seeks approval for enrollment in Supervisor Testing Approval . Click on the link below to approve or deny this user.

http://stgcapps. learn. taleo. net/LCMet/ ControlPanel/ Enrollment/EnrollmentRequest. aspx?mode=XXGxcycTB7gB0Kc TntxzOm%
2fQiwBWzCcth0vsbu?2bN 1X2bABE%2f1rVKXoQyhgMNinrweA0 15395 TiR8%3d
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Step Action

2. In order to approve or deny the request you will select the Enrollment Request link
that will take you into CAPPS Learn.

Click the Enrollment Request link.

3. The ILT details are shown on this page with the option to Approve or Deny the

training request.

User Enroliment Request

) ciick Approve or Deny and wat for page to refresh

User

FirstName 1yinty
Last Name Menthol
Username DEMOUSERT

Current Status Nominated

Event Information

Event Type ILT Session
Name Supervisor Testing Approwval
Description Supervisor Testing Approval
Start Date 4/12/2017 12:00 PM cOT
End Date 4/12/2017 2:00 PM COT

Registration Information

Name Supervisor Testing Approval
Description
Enroliment Opens 4/12/2017 6:00 AM COT
Enroliment Closes 7/13/2017 &:00 PM coT
Minimum Seats 1
Maximum Seats 30
Seats Remaining 29

Admin Contacts

Username
1 00T10010734

Last Name
Advl

First Name
Constante

Step Action

4. Click the Approve button.

Approve
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[=] User Enraliment Requ... ftohk B - O

Close

W USErsaven

User
First Name Linty
Last Name Menthol
Username DEMCUSER7
Current Status Approved

Event Information

Event Type ILT Session

Start Date 4/12/2017 12:00 PM COT
End Date 4/12/2017 2:00 PM COT

Registration Information

Description
Enrollment Opens 4/12/2017 £:00 AM coT
Enroliment Closes 7/19/2017 6:00 PM COT
Minimum Seats 1
Maximum Seats 30
Seats Remaining 29

Admin Contacts

Username
1 00T10010734

Name Supervisor Testing Approwval
Description Supervisor Testing Approval

Name Supervisor Testing Approval

First Name

Constante

5% v

Step Action

5. Click the Close button.

6. Click the Close all tabs button.

| Close all tabs

7. Congratulations! You have completed this lesson.

End of Procedure.

Denying Training Request via My Team

Section 2 - Lesson 2, Exercise 4 - Denying Training Request via My Team

Procedure

In this lesson, you will learn how to Deny a Training Request for a Direct Report.

Name: Folgers Coffee
ILT: CST Human Resources
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C pps HOME | CONTACT | LOGOUT

bt A g P Peeres i

Supervisor User

Welcome!
Course Catalog ¥ This is the new Learning Management system known as CAPPS Learn
where you have access to cumiculum designed to meet your training needs.

Agency 032
My Training > You can register for instructor led training courses, launch web based
Records courses and Irack your Iraining progress.
My Leaming Plan )
AGENCY NEWS OR TRAINING UPDATES
My Team > + Leam more about Agency Training Polices.
| E— |
SECTION #1 SECTION #2 SECTION #3
Tris area could be sed o highight This ares could be used to highlight This ares could be used to highlight
Texss gov Statenide Search fromthe Texas Stse Libcary State Link Poicy Texas Homland Securty
Glenn Hegar, Texas Comptroller Comprofier Texas.Gov Contact Us Frivacy and Securdy Policy
Acosssiity Poicy Link Polcy Pusic Informaion Act Gompact with Texans
HE0% v

Step Action

1. Click the My Team link.
My Team

capps

fere =

Supervisor User

My Team
Course Catalog 3 s page displays your tesm membars.
My Reports To:

My Training >y User
Records

Actions. -

» Filters

» Users

EEED <] [Epeimcw <] & Export
My Leaming Plan

Primary Sort ®000

Secondary Sor [Sekei Serorday St v] ®0 OO

My Team > g

| — First Name = LastName Item Name Item Status

Constant Advil

Moose

Choppy B D
Three Seasons B0

Folgers

i
)
0000 g

Coffee: BED
4 users available, showing 1-4

5% v
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Step Action

2. Click the Actions list item.

| Actions - |
3. Click the Enrollments link.

[ Enrclments |
4. Click the scrollbar.

You will review the enrollment for the CST- Human Resources Department ILT
scheduled on May 4, 2017.

6. Click the scrollbar.
[ ]

7. Click the View Enrollment Users button.
"

8. This Direct Report has other obligations on this day so you will deny the training
request.

Click the Pre-Status list.

9. Click the Denied list item.
Denled |
10. Click the Save link.
11. Click the scrollbar.
12. Click the Home link.
HOME
13. Congratulations! You have completed this lesson.

End of Procedure.

Waiting List Training Request
Section 2 - Lesson 2, Exercise 5 - Waitlisting Training Request

Procedure

In this lesson, you will learn how to change the pre-status of a training request for your direct
report to be on the Waiting List, due to the session being full.

Name: Constant Advil
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ILT: CST Training Department

capps

TR P P

Supervisor User

Welcome!

Course Catalog ¥ || Thigis the new Leaming Management system known as CAPPS Learn

where you have access to curriculum designed to meet your training needs.

Agency 032
My Training » You can register for instructor led training courses, launch web based
Records courses and track your fraining progress.
My Learning Plan »
AGENCY NEWS OR TRAINING UPDATES
My Team > - Leam more about Agency Training Polices.
——
SECTION #1 SECTION #2 SECTION #3
Tris srea could be used fo highight This srea could be used o highight This srea could be used o highight
Texas.gov ‘Statewide Search from the Texas Siate Library ‘State Link Policy Texas Homeland Security
Glenn Hegar, Texas Comptroller Gompiroter Texss Gou Gontace Us Frivacy and Securey Policy
Beosssity Poicy Link Polcy Public Information fct Compact with Texans

LTI

Step Action

1. Click the My Team link.
My Team
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HDME | GONTACT | LOGOUT a

Supervisor User

My Team
Course Catalog “This page displays your feam members.
My Reports To: Asctions. -
My Training User
Records
» Filters
» Users [E=ED <] [Epermesy ~] o Export
My Learning Plan
Frimary San ®000
My Team 4 users available. showing 1-4
1 First Name ~  LastName Item Name ltem Status Actions W
[ search.| Constant Advil BED O
Moose Choppy ED O
Three Seasons. EDO O
== Coffee BED O

4 users avaiable, showing 1-4

Groups

» Filters

~ Groups

[S— ©000

Secondary Sort [Select Sevandary Sort Rajelviols)

2 groups available, showing -2

Name « Description Code == g'r"':“pﬂ Category Wembership  actions
CAPPS Leam
Tramng Team Tris s the st g Frossions!
1 Gopbeat neea R @ 0 e Certeatons L] v

®15% v

Step

Action

Click the Actions list item.
[ Actions - |

Click the Enrollments link.

| Enrcliments |

You will be waitlisting one of your direct reports for the CST Training due to it
being full.

Click the scrollbar.

Click the View Enrollment Users button.
™}

Click the Pre-Status list.
Haminatad L

Click the Waiting List list item.

WAiaiting List I

Click the Save button.
H Save
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Step Action

9. Click the Home link.

10. Congratulations! You have completed this lesson.
End of Procedure.

Running Reports
Section 2 - Lesson 2, Exercise 6 - Running Reports

Procedure

In this lesson, you will learn how to run an Enrollment Report.

HOME | CONTAGT | LOGGUT

TR P P

Supervisor User

Welcome!
Course Catalog This is the new Learning Management system known as CAPPS Learn
'where you have access to curriculum designed to meet your training needs.

Agency 032
My Training “You can register for instructor led training courses, launch web based
Records courses and track your fraining progress.
My Learning Plan
AGENCY NEWS OR TRAINING UPDATES
My Team - Leam more about Agency Training Polices
)
Search
SECTION #1 SECTION #2 SECTION #3
Tris area oould be used o highight This ares could be used to highight This ares could be used to highight
3 E se! E GourselLearming PlanCourss Catalog data
Tessgow Sttenide Search from the Texas Siate Libary State Link Policy
Glenn Hegar, Texas Comptrolier Gompiroter Texss Gou
Accsssiilty Poicy Link Policy Pusic

0%

Step Action

1. Click the My Team link.
My Team
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Supervisor User

My Team
Course Catalog

My Training User

Records » Fitters

» Users
My Learning Plan

My Team

— First Name

— Constant

Moose
Three

Folgers

HDME | GONTACT | LOGOUT a

This pags displays your team mem

My Reports To:

CAPPS HR/PAYROLL
EUT Course

Actions -

] f| Export

Frimary Sar ®000

Secondary Sort [zt

4 users avalable. showing 1-4

Item Status

4 users avaiable, showing 1-4

z

mmme
0000

m

®15% v

Step Action

2. Click the Actions list item.

[ Actions

3. Click the BI Reporting link.

| Bl Reporting

4. Click the Enrollment Report link.

eorglinent kagorn

5. Click the Next button.

6. You are on the Parameters page and you will need to determine which parameters
should be used in order to retrieve information on the report.

7. You will need add items that should be used for the report criteria. In this example,
your Learn Center is Agency - home/032.

hometd32

Click the home/032 list item.

8. Click the Add >> button.
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PR

Step

Action

You will add the specific Session enrollments.

Click the Add link.

Capps HOME | CONTACT | LOGOUT W
g ———
Supervisor User
Course Catalog ) My Team
Tris page displays your tesm membars.
My Training (& Enrollments Selector - Internet Explorer provided by Texas Comptraller [E=TEER=5=) "
Records -
@ hitps://stgcapps.learn.taleo.net/Icnet/ I/ D 4 de=Multipl ﬂl uired field
My Leaming Plan Enroliments Selector ~
» Instructions
My Team
~ Filters
NamefDeseription |
—
— @ containing Obeginning witn
= st
Orast Mcument MFuture
@ Fter by Enroliment OFiiter by Event
Event Type EEC] <
LeamCenter
Enrollmants per page
» Enroliments List i Retum Seiected v
3 envolimants svaibie, shouing 12
Name « Descripion ~ EventType  Event Start Status
CST - Finance Depariment ILT Session &/3/2017 8:00 AM coT a
CST - Human Resources Depariment LT Session 5/4/2017 500 AM <o v [u]
GST - Training Deparment LT Session 5112017 8:00 AM CoT o
v
3 enroliments available, showing 1-2
@i - |
— — —— —— — = — TS
—
Training Team This s the bestgroup g8 e

Frofessional

| |, TenTem __ Thsstebstouw s o  FPoksom _a _______| |V
il

Step

Action

10.

Click the CST - Finance Dept option.
O

11.

Click the CST - Human Resources Dept option.
O

12.

Click the CST - Training Dept option.
O

13.

Click the Return Selected link.
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HDME | GONTACT | LOGOUT a

©

e =

Supervisor User

My Team

This pags displays your team members.

Course Catalog
Enroliment Report  Backto All Reports &,

My Training Users | Parameters | Fields | Output * Indicates required field
Records
 Details

My Learning Plan dect LearnCenters *

My Team

Search

Select Enroliments *

e A
% Delete

®15% v

Step Action

14. Click the scrollbar.
15. Click the ILT Session list item.
|ILT 2=selon
16. Click the Add >> button.
17. You can add specific Pre-Statuses, but in this example you will select Add All.

Click the Add All >> button.

Add Al ==

18. Click the scrollbar.

19. You can add specific Post-Statuses, in this example we will select Add All.

Click the Add All >> button.

Add AN ==

20. On this report, you are interested in seeing all of the available Completion Statuses.

Click the Completed option.
O [Comgizied
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Step Action
21. Click the Incomplete option.
E Incomplete

22. Click the Not Attempted option.
[ hiot Attemsed

23. If you want to include date ranges, be mindful of the selections here.

If the Completed Date Range is used, this means that the training would have to
have happened already (completed) for the information to be retrieved.
In this example, you will leave the dates blank.

24. Click the scrollbar.

25. Click the Next button.

26. Click the scrollbar.

27. Now you are on the Fields page. The fields on the page are grayed out because the
"Use default fields..." checkbox is selected and will populate the information as
indicated on this page.

You would like to add some additional fields to this report.
Click the Use the default fields for the report option.
Hse the default fields for the repor]

28. For this example, you don't want to include all of the defaults.
Scroll the Default Fields section to find the event Start and End dates.
Click the scrollbar.
™
W

29. Click the Enrollment Event Start Date list item.

Enrolimani Event Stan Date
30. Click the Add >> button.
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Step Action

31. Click the Enrollment Event End Date list item.

Enrolmsni Event End Date

32. Click the Add >> button.
33. Click the scrollbar.
34, You must name this Custom Report.

Enter the desired information into the Custom Report Name * field. Enter
"Enrollment Test".

Custom Report Name * | ]

35. Click the Next button.
36. The Output Format can be changed to CSV if, applicable.

For this example, you will leave the Output Format as PDF.

37. You can request an email to be sent when the report is complete and include a link
by checking the Include link to the report checkbox.

We will leave the default.

38. Click the Build Report button.
39. The report is running and is In Progress.

You will need to select the Refresh button to update the status.

40. Click the Refresh button.
(™ Refresh
41. The date and time of the last run of this report is now posted.

To review the report,

Click the 4/25/2017 11:09 AM CDT link.
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OME | GONTAGT | LOGOUT
g
Supervisor User
= My Team
This page displays your feam members.
Course Catalog pRas SERRE
BI Reporting C'Refresh
My Training User » Bl Reporting Find
Records
NARROW RESULTS NAME LASTRUN FOLDER STATUS  AGTIONS
My Learning Plan & Tvees Course Report an52017 £:54 AM COT Courses/Classes V]
O custom
— Course Summary Report op—— V]
My Team
& sow Enrollment Report Emrolimerts V]
[ compietza
[ P o
] D em o Enrollment_Test 4252017 1108 AM g My Reprts V]
feahm| 0 mPragese Exteral Training Report Exterssl Trsning V]
[ senecuea
R Oracle Leaming Plan Progress Report 4212017 10:40 AM C3T Advanced Learing V]
[ my Reporte Oracle Learning Plan Status Report Advanced Leaming [v]
[ Advancad Learming
) asessmanisSinms Oracle Sl Progress Report Advanced Laaring V]
[ Aasigrmeriz Oracle Siill Summary Report Advanced Learning v
[ CoursesCiasses
Do you want to open or save Enroliment_Test-201704251109.pdf (4.20 KE) from stgcapps.learn.taleo.net?
Open Save |v|| Cancel -
5% v

Step

Action

42.

You can Open and/or Save this report to your computer.

Click the Open button.
Open
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E] Enroliment_Test-201704251109.pdf - Adobe Reader

File Edit View Window Help

BE]%| ”“\E)‘\'})|ﬁ@”@@‘@ Fill & Sign | Comment

Enroliment_Test

ORACLE

g i 4c0r7 1908 DT

Sreommentsume | vesmame. — — Dste e = start oate oste

o= P Sp— loose Choppy [Ep— = [—

oar - ruran ooz romsa Folgers. Coffee [E— oot [y—

F cuman mucuzeR: Constant Advil eszon ser Drsed ot posmes=d

R P— Moos: Choppy sesson oo compeiza

i muouseRs Constant Advil sesson [ roeroves ompet=s

oo o omuoweem h Seasons ER— [— [r—

e e Folg Coff EE— PSSR —

Step Action

43. The results are listed.

Please note: In the live environment, you will see information in the date fields.

Click the Enrollment_Test-201704251109.pdf - Adobe Reader.

28 =
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HDME | GONTAGT | LOGOUT 2
e ]
Supervisor User
= My Team
“This page displays your feam members.
Course Catalog P ¥
BI Reporting C'Refresh
My Training User » Bl Reporting Find ]
Records
NARROW RESULTS NAME LASTRUN FOLDER STATUS  AGTIONS
My Learning Plan & Tvees Course Report 4n52017 £:54 AM COT Gou V]
Course Summary Report Gou V]
My Team
Enrollment Report Enrollments V]
] Enroliment_Test 4252017 1108 AM g7 iy Reports V]
Seasehy External Training Report External Training [v]
Oracle Leaming Plan Progress Report  421,2017 10-40 AM oo Advanced Learing V]
Oracle Learming Plan Status Report Advanced Learing V]
Oracle Skill Progress Report Advanced Learing V]
Oracle SKill Summary Report Advanced Leaming v v
v
5% v

Step Action

44. Click the Home link.

45. Congratulations! You have completed this lesson.
End of Procedure.

S2L3 - Instructors

Processing Enroliments
Section 2 - Lesson 3, Exercise 1 - Processing Enrollments

Procedure
In this lesson, you will learn how to process enrollments for the CST - Training.

1) Change the Post-Status for a User from Completed to No Show
2) Change the Post-Status for a User from Completed to Incomplete

Page 60



©

CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

ms | GONTAGT | LOGOUT

©

Cotrtond Aatig Pl ey
Instructor User

Course Catalog Welcome!

This s the new Leamning Management system known as CAPPS Learn

My Training wihere you have access to curricuium designed to meet your training needs Agency 032

Records You can register for instructor led training courses, launch web based
courses and track your training progress.
My Leamning Plan
AGENCY NEWS OR TRAINING UPDATES

=S - Leam more sbout Agency Training Polices.

SECTION #2 SECTION #3

This area couk be sed o hghIgh Tt area could be used o gy

o ighight
GoursaLzarming Pian 3 Caurss Categ 43

5% v

Step

Action

Click the Course Catalogs link.
EDUFSE Catalog |

Click the INSTRUCTOR LED TRAINING link.
INSTRUCTOR LED TRAINING

You will scroll down to the Instructor Portal section of this page.

Click the scrollbar.

NOTE: This is not a true Portal page. It is a section within a page and your agency
may label it differently.

Note there are sections within the Instructor Portal.

1) Your Enrollments and
2) Enrollments where you are the Instructor

Click the scrollbar.

You will change the Post-Status for a user that did not show up to the Test for
Instructor ILT.

Click the Test for Instructor link.
Test for
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ST - Trsining . LT
LLls CST - Training Depaciment S Norinsted N
2 032 DEMO Lear Center Enrollment Detail View - Internet Explorer provided by Texas Comy =
Pl g st Session S
= hp: learn.ta P
Enroliment Detail View < EnrollmentList ¢ Edit s Prerequisites (@ Deactivate 01T g
A | Joo au Session Approved
~ Event Information 3
Event 4 Insiructor Led Training Session
2017
LT User
Event Name Testtor instruor o 1 . =
Event Description Totest nstuctor scoess
pr Forced
Event Starts a7 800 AM cor h Session Ervolment
Event Ends A82017 500 FM car i >
LeamCenter Search Inchuded i
+ Enrollment Information
Entoliment Name Testtor instruor
Opens 2017 00 AM g I‘
Event  Evemt  Seats action
Closes 252017 800 AM cor Type Location  Available
Visiole 4102017 8:00 AM g7 T
Session » & &
Default Post Enroliment Status Defaut
Options. LT
p Users must be approved to enter this envoliment, . = B &
Users are w3 o drop s enrolment
Enroliment Admiisrsors are sloned 1 nvel.
n
This Enrollmant has an unlimied vt It Sassion s & &
@ Standard Field Properties
i T
e Er & &8
Nominsted Users 1 Minimum Seats 0 viF N
T g ‘Sutenate Seaon tom e Texas it Ly stts Lk Pty e Homsana Secumy
Glenn Hegar. Texas Comatroller ComposerTexas v contaetus racy ana Secuy Poscy
Aoossstiny Foty Lok oty uote nformaton Azt Compactwin Texans

Step Action

9 Click the Maximize/Restore button.
=l

[ 032 DEMO Learn Center Enrollment Detail View - Internet Explorer provided by Texas Comptroller " s L [

[=] https: Jearn.al P £7E60E8-1688-497E-894F-F3E3692930F6ELDCT=1teidl= a
Enroliment Detail View o Enroliment List " Edit ot Prorequisies @ Deactivate |
* Event Information
Event: iy Insructor Led Traini
Event Name Test for Instuctor
Event Description To test instructor access
Event Starts 42472017 500 AM coT
Event Ends 4/26/2017 5:00 PM cot
LearnCenter Search Included
v Enroliment Information
Enroliment Name Test for Instuctor
Enrollment Description To test instructor access
Gpens 4182017 5:00 AM GOT
Closes 4252017 500 AM coT
Visible 4102017 500 AM g7
Default Post Enroliment Status. Defaut
Options Users must be approved to enter this enroliment.
Users are allowed to drop this enroliment.
Enroliment Administrators are alloweed to enroll
This Enfoliment rss an unlimtzd waiting st
@ Standard Field Properties:
w User Information
Nominatzd Users 1 Minimum Seats 0
Enrolled Users K Maximum Seats 30
Remaining Seats 2 Administrators 2
oL View Users . View Administrators
» Mapped Categories
w File Attachments.
Ne stischments are currently mapped to this enroliment.
~ Mapped User Assessment
No instances are eurrently mapped for this enroliment
= Recurrence e Add Recurrence
Pattem No recurrenc pattern was found v
Range No recurrence range was found
i
il
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Step Action

10. Click the View Users link.

11. Lenient Adminis did not attend the ILT and did not cancel.

Therefore you will change the Post-Status from Completed to No Show.

| Enrollment Users - Internet Explorer provided by Texas Comptroller s — =
@mp,‘w. s Jeamn.talea.net/LCNet/ControlPanel/Enrollment/| Users.aspdeid=10038DCT=1 E7EGOES-168B-497E-804F-F3E 6 a

Test for Instructor Users 4 Back to All Enroliments gy View Enrollment Details |4 Save
 Enrollment Information

Minimum Seats Maximum Seats Enrolled Users.

Seats Available Start End
o % s 2% 4242017 8,00 4 cor 42502017 500 M cor
w Filters
Find ]
Pre-status
PostStatus

Pagination users displayed per page
[ search |[ Reset |
¥ Users €2 Edit Roster Details /™7 Set Columns: [ Send Message  Approve Nominated Users
[ Manuaty Seieet Fre-Status
5 users avaatie. showing 15

Date Scheduled 5
Username & First Name. Last Name Pre-Status Post-Status Priority Enrolled  Conflict Actions
42212017
ooTomest Minty Wenthol e g2eFmM  Found =
cor
42002017
ADMINISTRATOR Lenient Adminis (3 255 AM Faund =]
oo
DEMOUSER1 oo ey (=]
v Moose CLATEpES v 1021 AW ane i
Choppy 102
017
DEMOUSER23 Empanada Lenny 1 AATpiEs V- e &27 AM MNone E
i
anseorT
DEMOUSER3 Three Seasons ] 10:43 AM None (5]
cor
5 users au rdatie, showing 15
» Mew Users e Add Users

45 Back to All Enrollments. g View Enraliment Details |4 Save

[

Step Action

12. Click the Post-Status list.
[Compietza ]

13. Click the No Show list item.

Mo Show

14. Three Seasons is a user that attended class but left a few hours early.

You will change their status from Completed to Incomplete.

15. Click the Post-Status list.
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Step Action

16. Click the Incomplete list item.

Incomplate

17. Click the Save link.

18. Click the Back to All Enrollments link.
|4« Back to All Enrollments]

[ Manage Enroliment - Intemet Explorer provided by Texas Comptroller . = = L. s e
I@MW /s 5.l tal et/LCNet/C /| 2 E7EGOES-168B-497E-894F-F3E: a
Enroliments
» Filters
 Current and Future Enroliments [ setCotumns s & Ghange Status
4 envaaments available, showing 14
Name a Type Opens Enrolied Users Status Actions W/
CST - Finenee Department ILT Session 472412017 2:00 AM coT 1730 v IMEsE4& O
GST - Human Resouroes Depertment 1T Session 4242017 8:00 AM g7 oran v dNEsEL O
CST - Training Depsriment ILT Session 42412017 8:00 AM COT 313 v OME s EL& O
¢ Test for Instructor 1T Session 4812017 5:00 AM g aran v OMEsEL O

4 envolimerts available, showing 14

© This Enroliment contsins nominated users

Ty
o7

Step Action

19. Click the Close button.

B
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Do your dus
diigenos ard
Desiing WWith hepstengthen 12160 2ROT g
5 ThrdParies Desiing With Third Parfies  your ceferse 200 AM sooaM & Approved
2082017 against csT osT ession
fraud, bribery
and sarmuption.
a0
o TeoTUeSdRy 1o Tuesday Reading Fun reading E0AN S e
Totest 5017
H Test for Instructor insirucior 800 AM g sl
sccess cot
< >
 Your Enrollments as Instructor
Pimary S ®0 00
B e P )
4 envollments avaiable, showing 1-4
Launchthe  Enroliment Enroliment S’;’e"'ﬂ""em Eprolment  vent Event ats Action
Event Name.a Descripion PN Type Location  Available
csT- 2112017 - _
1 P 500 AM G » B &
Deperiment
ccccccccc - e
Resourses Resourses = B
Depertment Department Session
N aizn
scoTuesday  Taco Tuesday ! LT e
Timfuesier | Tt rnarg 120080 G s Py
S i Totest w2017 - _
4 Instructor Insiructor instnucter ED0 S e Session z &8
socess cor ot

Glenn Hegar, Texas Comptroller

Step Action

20. Click the Close button.

21. Click the Home link.

22. Congratulations! You have completed this lesson.
End of Procedure.

Viewing Schedules

Section 2 - Lesson 3, Exercise 2 - Viewing Schedules

Procedure

In this lesson, you will learn how to view your schedule using the Training Calendar.
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ms | GONTAGT | LOGOUT

©

[ ==

Instructor User

Course Catalog Welcome!
This is the new Leaming Management system known as CAPPS Learn
My Training where you have access o curticuium designed to meet your training needs Agency 032
Records You can register for instructor led training courses, launch web based
courses and track your training progress.
My Leaming Plan
— AGENCY NEWS OR TRAINING UPDATES
=] - Leam more sbout Agency Trsining Palicss
SECTION #1 SECTION #2 SECTION #3
[T —— LT T ——— ot s cout e used o gt
Course1Leaming PanCourse Calaog Gaia Gourse1Lsarming Pl Course Caleog caia ‘Course'Leaming PanCourse Caiang dal
R Sttewion Sesrch fom e Texss Stxts Ly p—— exss Homstans Securty
Glenn Hegar, Texas Comptroller ContactUs [ ——

Accessiblly Solcy

Butlic Informaton Act Campact wih Texans

®15% v

Step Action

1. Click the Course Catalog link.
Course Catalog

2. Click the INSTRUCTOR LED TRAINING link.
INSTRUCTOR. LED TRAINING
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HDME | CONTAGT | LOGOUT a

Instructor User

Course Catalog This Page Lists Instructor Led Training
st beow re th Insmcor Lo Traming (L) clssses

My Training

Records Training Expo - Agency # - Click here for details

Customer Servica Training (Finance Dept) - Dick here for detais
My Leaming Plan
- ‘Customer Service Training (Humen Resources Dept) - Click here for detsils
] ‘Customer Service Training (Training Dept) - Click here for details
sazren
Enroliments

» Filters

» Enroliments

Instructor Portal Page

This is your Instructor Portal where you can manage your ILT sessions:

Al Enrollments
All Enroliments
» Filters

» Your Enrollments
»_Your Enrollments as Enrollment Admin

Step Action
3. The Training Calendar is located at the very bottom of the Instructor Led Training
page.
Click the scrollbar.
4. You are able to view and edit your schedule using the Training Calendar.

Click the 25th link.

5. There is a Test for Instructor ILT scheduled all day on April 25th.
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~
. — —
i — [E=ET ==
(& Schedule for Instructor 3 CPA - Internet Explorer provided by Texas Comptroller SN R
@ hitps://- Jearn.tal plyea=201 day=256wserid=114227 BDCT=] &sessionid=3-266364C9-25 @
Schedule for Instructor 3 CPA e AddEvent [l L A
wow oTowe momosm
« April 25,2017 » {UTC05:00) Certral Trme (US & Cansia) T
Testforinstmc 2 3 4 5 L] 7 3
12:00 am estforinsiuctor L] e w n 12 13 14 15
w oo o omoa oz ||
1:00 am B 4 B B T B M
0
2:00am |
3:00 am e —
Su Mo Tu We Tn Fr Sa II
4:00 am 2 3 4 s e

7T o8 8 W0 o1 o2 1
1415 8 1718 19 @
5:00 am 2 2 23 4 25 28

6:00 am

aFersonal  =LeamCenter Event

7:00 am
slive = Assignment Dus

8:00 am [ o

9:00 am ol e s g v et
10:00 am o Add Task
II 1100 o @] NotSwted @) InFrogress
@ overdve & Completed
12:00 pm
1:00 pm
2:00 pm
3:00 pm o [|[Bs Hometana securty
ey and Sacurty Boly
= > I—

Vv

Step Action

6. Go to the May 2017 calendar

Click the 1st link.
0
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—
@ Schedule for Instructor 3 CPA - Intemet Explorer provided by Texas Comptroller ESE=)

017 &month=58day=18luserid=114227&DCT=18sessionid=3 ﬂl

Schedule for Instructor 3 CPA
< May1,2017 » [UT0:05100) Genwal Tme (US & Ganaoa)

12:00 am

1:00 am

2:00 am

3:00 am

4:00 am

5:00 am

6:00 am

7:00 am

8:00 am

9:00 am

10:00 am

11:00 am

12:00 pm

o AddEvent [l May 2017 ~
s TWowe m oFos

wPersonal  mLesmCenter Event
alive = Assignment Due

Your Task List

Hots: T3k ar2 1inge you 220 to 40 ut re et
se00ia1=0 Wi any e Gate.

2 3 4 5 &8
¢ M0 o1 o2 1
[CRRTI)
3 24 25 8 7 ||

BRaw- §

Su Mo Tu We T Fro &

4 g 8 7 8 8 W
o2 13 14 15 1@ 1T
1210 W m om 23 2
% 22 ¥ 8 W/ W

e Add Task

Not Stanzd

O ow

@ InProgress
& Gompletea

| Hometand sscurty

> st i Tesans

Action

Click the Maximize/Restore button.

W=

the instructor.

There is a CST - Training scheduled from 8-5pm where you are either an attendee or

This little colored box turns into binoculars when you place your cursor over it and
you can review additional details about the training noted.
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ota- Tasks re TGS youn==a 1.4 ut are ot

‘2sc00al=0 Wil any peai daie.

Schedule for Instructor 3 CPA - Internet Explorer provided by Texas Comptroller [E=REE
= a
Schedule for Instructor 3 CPA A R Event ~
wome o Tuowe momom
< May1,2017 » WSS cmTmeusacss) | || 4 2 3 4 5 8
T 8 o n 112 13
00am s I o
2 4 =
00 am. 2% 2 W M
00am
o oM Tu We ™ o5
12 s
T T e R
" 12 13 14 15 18 17
o w o o=
B ® @ oBm om @
00 am
spemons mLeamGenervent
00 am “lue =hssgrnent Due
00 am
$:00 am
000

o Add Task

) NotStated @ InProgress
@ owersee & compiet=a

Step Action

10. Click the View ILT details button.
i

11. Click the close button.

[x]
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Schedule for Instructor 3 CPA - Internet Explorer provided by Texas Comptroller [E=RIEE
= a
Schedule for Instructor 3 CPA e Ada Event | ([ May 2017 v o
wom o owe mom
4« May1,2017 » {UTC-35:00) Ceniral Time US & Canada) Tz 3 4 5 8
T 8 o i 112 13
12:00am 15 18 7 18 18 2
A o= om o % ow o
1:00 am 2% 2 W
2:00am
3:00am WMo Tu o We Tomom
12 3
4:00 am s 5 & 7T 5 8 om
1 12 13 14 15 18 17
5:00am B o8 oW oz om o2 om
® 2 w o om o
6:00am
aPeronal  mLesmCenter Event
7:00am aLive a segament Due
8:00am
ta:Tsee e pnge cuness o ut e vt
$:00 am Z=c0cialed Wil any Speainz date.
Add Task
10:00 am +
() Not Started @ inFrogress
11:00 am @ owse & compers
12:00 pm
1:00 pm
2:00 pm
3:00 pm
4:00 pm
5:00 pm
6:00 pm
7:00 pm v

Step Action

12. Click the Close button.

Instructor Portal Page

¥ ¥

Al Enroliments
All Enroliments
» Filters

» Your Enroliments
» Your Enrollments as Enroliment Admin

oy T Ao

2229 WA 1

Texzsgov
Glenn Hegar, Texas Comptroller
Accassiaty Ry

T sessions:

‘Compiroler Texas. Gav
Uk Bolly

ContactUs Brivacy and Securly Py

Bubil Informaton Act Compact wih Texans

®]15% v

Page 71



CAPPS HR/PAYROLL
EUT Course

©

Centralized Accountmng and Payroll Personnel System

Step Action
13. Click the scrollbar.
14. Click the Home link.
15. Congratulations! You have completed this lesson.
End of Procedure.

Managing Rosters
Section 2 - Lesson 3, Exercise 3 - Managing Rosters

Procedure

In this lesson, you will learn how to customize and print a roster.

You will add a signature column to the roster for the CST - Human Resources Department ILT

and walk through the steps to print the roster.

©

T g P P
Instructor User

Course Catalog Welcome!

This is the new Leaming hanagement system known as CAPPS Learn
My Training where you have access (o curriculum designed to mest your training needs
Records You can register for instructor led training courses, launch web based

courses and track your training progress.
My Leaming Plan

) AGENCY NEWS OR TRAINING UPDATES

Search | - Leam more sbout Agency Training Plicss.

SECTION #2

T are coul be sed to g
CourselLsarming Plan/Course Catalog data

HOME | GONTACT | LOGOUT

Agency 032

SECTION #3

This area coule be ued ta HgIgHt
CoursslLeaming PlanCourse Cataiog data

HI5% v
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Step Action

1. Click the My Training Records link.

My Training
Records

2. You will scroll to the Instructor Portal section.

Click the scrollbar.

You will be editing the roster for the CST - Human Resources Department training.

4. Click the CST - Human Resources Department link.

5T - Human Resounces

Scenarios & Communication T Austin 2272017 “Session
lems = A
[ il Vi [ [ Jf et =10
(& 032 DEMO Leam Center Enroliment Detail View - Internet Explorer provided by Texas Comp... /=1 ite =
LT
[=] https:/ <.learn.taleo.net/ P C47989 E‘ ==
" i 3 . T
Enroliment Detail View 4 Enrollment List " Edit offs Prerequisites (§ Deactivate ~ Sessien
~ Event Information I
Event: # Instrucior Led Training Session Session
your due difigence and
Event Name CST - Human Resources Department ip strengthen your defense: LT
Event Deseription This training will teach students how to provide exceptional B i Sessien
customer service. bery. and comuption.
Event Starts SH4I017 800 AM €O rescing 5
ession
Event Ends. 5/4/2017 5:00 PM cot
LT
LearnCenter Search Included ot instructor scoess ‘Session
+ Enroliment Information
Enroliment Name CST- Human Resources Department
Enrollment Description
Opens 212017 590 AM gIT
Closes 4472017 800 AM coT
Visible 212017 590 AM gIT — =—
Default Post Enrollment Status Dafaut jgecwtion Tyme: ]
LT
Options. Users need supervisor approval to enter tris entolment Session
Users must be approved to enter s enrolment =
Users are allowes o drop this envolment. Sasmion
Enroliment Admiistrtors are sllowed fo envol. -
‘This Enroliment has 2n unlimited viaiting list. un resding Session
[l Standard Field Properties et instrucior o
v User Information v B Sessi
Nominated Users a Minimum Seats 1
My Skills:
Skiks
There is o content
External Training:

Step Action

5. Click the Maximize/Restore button.
=, |
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[ 032 DEMO Learn Center Enroliment Detail View - Intemet Explorer provided by Texas Comptroller —
=] https: leam.tal P C47989D-FEEB-4D58-0F93-ACID25CFIBSFADCT =1 & eid=951 Btfolder=enrollments8 &
Enroliment Detail View 4 Enroliment List " Edit +Fmﬂl\sil&s QMIE& ~

 Event Information
Event: g Instrucior Led Training Session
Event Name ST - Human Resources Deparmert
Event Descrption This training will teach students how to provide exceptional
customer service.
Event stats /42017 590 AM 53T
Event Ends. 5/4/2017 5:00 PM coT.
LeamCenter Search [—
+ Enroliment Information
Enrolment Name ST - Human Resources Deparmert
Enroliment Description
opens 32172017 500 AM caT
Closes 442017 590 AN com
visitie 32172017 500 AM caT
Default Post Envoliment Status Defeut
Options Users need supervisor approval to enter this enroliment
Users must o= approves o eer tis snoimen:
Users are allowed to drop this enrollment.
Enveimant Aamimstistors are siowed o enrol
This Emollment ras an ulimied vaitng st
[ Standard Field Properties
w User Information
Nominated Users. o Minimum Seats 1
Enrollea Users 1 Maximom Seats @
Remaining Seats 2 Administrators N
‘_\hl’«- Users. ‘ViwAmimmlnrs
» Mapped Categories
w File Attachments
esped
w Mapped User Assessment
Na instances are currently mapped for this enrolment
~ Recurrence o Add Recurrence
Patiern v
Tl
!l

Step Action

6. Click the scrollbar.

7. Click the Customize Your Roster link.
| # Customize Your Hnsterl

8. The view of the Roster is shown on the screen.
- You are able to delete a column by selecting the X.

- You can also change the position of a column by switching the Position Numbers.
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I@ https://stgs Hil tal roster/edit? 518DCT=1 (C47989D-FEEB-4D58-9F93-ACOD25CF385F -

CST - Human Resources Department Roster

»_Instructions
w Add Your Roster

L3R R 2

& Envoliment Detail View [ save

Wansger Name

Dapariment

Step Action

9. In this example, you will be adding another column.
Click the Add Another Column link.
10. You can name it by typing in the field.
Enter the desired information into the Position field. Enter "Signature".
[ | Position
11. The Signature column displays in Position (6), which is the last column to the right
on the roster.
12. Click the Save button.
[ Save
13. Click the Enrollment Detail View link.

<a Enroliment Detail View
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— Sl

ps: I tal P C47989D-FEEB-4D58-9F93-ACID25CF385F Bueid=951 &

|2 032 DEMO Learn Center Enrollment Detail View - Intemet Explorer provided by Texas Comptroller

Enroliment Detail View
= Event Information
Event:
Event Name
Event Description
Event Starts
Event Ends
Time Zone
LearnCenter Search
» Enroliment Information
Enroliment Name
Enroliment Description
Opens
Closes
Visible
Time Zone:

Default Post Enrollment Status.
Options

@ Standard Field Properties
» User Information

Nominated Users
Enrolled Users

Remaining Seats

 File Attachments.

¥ Mapped User Assessment

iy Instructor Led Training Session

CST - Human Resouross Department
This training will teach students how to provide exceptional
customer service.

5412017 500 AM COT

/412017 500 PM o1

(UTCAD500) Central Time (US & Canada)

Included

©ST - Human Resourcss Dspartmant

202172017 800 AM e
4182017 00 AN coT
202172017 800 AM e

(UTC-05:00) Central Tim (US & Canaca)
Defaut

Users need supeniser approval t2 enter this enroliment
Users must be approves to enter this enroiiment

Users are allowes to drop this enroliment

Enrolment Adminitrators are sllowed to snroll

This Enrollment has an unlimited waiting list

o Minimum Seats 1
1 Maximum Seats a0
2 Administrators 2

& View Acministrators.

soped

No instances are eurrently mspped for this enraliment

—_— 00—
-

4 Enrollment List 4" Edit s Prerequisites | (§) Deactivate

~

Step

Action

14.

Now you will print the roster.

Click the scrollbar.

15.

Click the View Your Roster link.

s View Your Roste
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/2 Enrollment Roster - Intemet Explorer provided by Texas Comptroller

@ https://=tqcapps learn taleo 518DCT. id=3-CC47989D-FEEB-4D58-0F03- ACOD25CF385F
CST - Human Resources Department
542017 800 AM COT - 52017 500 PM o

g Usemame H First Name H Last Name. H Manager Name H Department | Email

4 ooTiooa1est |[ ity | mentnol I [ minty mentholgagency texas gov

e S

Options Users nesd superiizor spprovsi o entertis envoiment
Users must be approvec to enter this snroliment
Users ar= slows o drop this enrolment
Enrolmant Adminsrators sre sowed o enrol
‘This Enroliment has an unlimited waiting list.
¥ Standard Field Properties
w User Information

Nominated Users o Minimum Seats 1
Enrolled Users 1 Maximum Seats a0
Remaining Seats 2 Administrators 2

o View Users & View Administrators.

 File Aftachments.

» Mapped User Assessment

No instances are eurrently mspped for this enraliment

~ Recurrence e Add Recurrence
Pattem No recurrence patter was found
Range No recurrence range was found

~ Tools

# Customize Group Permissions
# Map AssetsMaterials Fulilment

# Customize Your Roster g View Your Roster
Customization

4 Envoliment List " Edit o Prersquisites () Deactivate |/

Step Action

16. Click the Print Roster button.
-

E—

(& Enrallment Roster - Internet Explorer provided by Texas Comptroller - (=@ % |
@ Enrollment Roster - Interet Explorer provided by Texas Comptroller [= R |
= retps/= < eam talea.net/C. roster/View? C47989D-FEEB-4D58-0F03-AC2D25CF3B5F&enrollmentld=951 &print=True a

m—
Users must be approves o rter tis eolment
Users ar sl o drop s enrlimen.
Envolmert Admiistrtors are alowed o enrol
@ Standard Field Properties Message from webpage ===
 User Information ) |
Nominated Users. o Minimum Seats
Enrolled Users 1 Maximam Seats @ Press Ok to print this page.
Remaining Seats 20 Administraters
o viewsers & View Administrators.

" iR ) |
w File Attachments: Cancel

» Mapped User Assessment

No instances are eurrently mspped for this enraliment

~ Recurrence o Add Recurrence
Pattem No recurrence patter was found
Range No recurrence range was found

~ Tools

# Customize Your Roster g View Your Roster
Customizaion 5 Customize Group Permissions
# Map AssetsMaterials Fulilment

4 Enroliment List " Edit o Prerequisites (§) Deactivate |/
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Step Action

17. Click the OK button.

& Enrollment Roster - Internet Explorer provided by Texas Camptroller =@ = |
- = - . = |
= Print - ==
[ —— — L4 D58-0F03-ACOD25 CF385F &enrollmentld=951 &print=True a
General | Options urces
Select Printer
5142017 5:00 P G071
50 PODD34HLEIXEST35 on caupswip00 =5 Send To OneNote 2010
POD115HLBIXETS45 on cau 0 = 5nagit9 Department Email | signature
( POLI74HLEJHP30LS on caupsnfpl0 E [ranofchersvahoor@ops s gov I
C E—— 0
Status Ready Prttofie [ Preferences
1l Location:
S —
Fage Range
adf| ©a Number of copies: 1 1]
v usq)| Selection Cument Page
[||  © Pages 1 [7] Collte
2131 213
|| Enter ether a single page number or a single 1 1
|| pagerenge. Forsmple, 512
&
» Maf) [P ) [ Canesl || ooy |
w Fil
R e o i resenent.
w Mapped User Assessment
No instances sre currently mapped for this enrolment
= Recurrence e Add Recurrence
Fattern No recurrence pattern was found
Range No recurenca range was found
w Tools
# Customize Your Roster ## View Your Roster
Customizaton . Customize Group Permissions
# Map Assets/Materials Fulfilment
44 Enrollment List 4" Edit ofs Prerequisites (§) Deactivate |\

-_— —s—— |
I

Step Action

18. You would continue on by selecting the Print Icon, but for training we will cancel.

Click the Cancel button.
Cancel
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& Enrallment Roster - Internet Explorer provided by Texas Comptroller - EEIE ‘E
@ Enroliment Roster - Interet Explorer provided by Texas Comptroller - S ———— =]
@ https/= < eam taleo.net/C. s C47989D-FEEB-4D58-0F03-AC2D25CFaB5F&enrollmentld=951 &print=True a

CST - Human Resources Department

’— 5/4/2017 2:00 AM cOT - 5/4/2017 5:00 PM ot

R T | = [ o
| g [T el T I Texas oo,

|

Users must be approves to enter this enrollment
Users are allowes to drop this enroliment
Enrolment Adminitrators are allowed to snroll
This Enrollment has an unlimited waiting list
[ Standard Field Properties
» User Information

Nominated Users o Minimum Seats 1

Enrolled Users 1 Maximum Seats a0

Remaining Seats 2 Administrators 2
o viewusers o View Administrators

» Mapped Categories
 File Aftachments

ispped
» Mapped User Assessment

No instances are eurrently mspped for this enraliment

~ Recurrence o Add Recurrence
Pattem No recurrence patter was found
Range No recurrence range was found

~ Tools

# Customizs Group Permissions

# Customizs Your Roster g View Your Roster
Customization
# Map AssetsMaterials Fulilment

4 Envoliment List " Edit o Prersquisites () Deactivate |/

]

Step Action

19. Click the Close button.

]

20. Click the Close button.
—

21. Click the Close button.
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oo & Communaton | 22 At 222017 o D
blems = A
LT Credits =10
,  Thisisthe communication gt CommunicationBreskdown T- L
breskdown ILT session o Austin Q21082016 Session
Siz017 LT
2 500PM ST - Training Deparment
s Session
CoT
512017 =
4 5:00 FM CST - Training Deperimen|
e Session
Do your due diigence snd 2102017 Do your due difigence end
. helpstrengthen your defense 2t S . help strengthen your defense. T
5 e szor Desling With Third Parties iy S
fraug, bribery, and cemuption - fraud. bribery, and comruption
22017 -
8 Funresding 800AM Taco Tuesdsy Reading Fun resding een
csT
a2572017 -
7 Totestinsructor sccess 500 PM Test for Insiructor To test instructor accass s
et ession
= Your Enrollments as Enroliment Admin
Primary Sort  [Enrollment Name v] @0 00
Secondary Son | Select Secondary Sort v] ®@0 00
4 enroliments avaiatle. showing 1-4
5 Event End Enroliment Event Event
Event Description  DaterTime Eoelesdl o Description Type Location
1 22017 E00 PM ST - Financs Depariment S
2 5/4/2017 &:00 FM CST - Human Resources. T
ot Deparment Session
. = 2202017 800 AM - - L
3 Funresding et Taco Tuesdsy Resding Fun resding Heen
4  Totestinsiuctor 412672017 500 PM D To test instructor LT
access cot Session
My Skills:
Skiks
Esternsl Training;
External Training v
5% v

Step Action

22. Click the scrollbar.

23. Click the Home link.

24. Congratulations! You have completed this lesson.
End of Procedure.
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